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ADM NI STRATI VE ASSI STANT TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF CLASS

This class enconpasses a highly responsible adm nistrative
position in the police departnment, the mpjor duties of which
include assisting the Police Chief in short and |ong-range
pl anni ng of departnental prograns, in budget preparation and in
managenent of departnment finances. The enployee of this
position prepares reports, correspondence, and news rel eases for
the departnment, and perfornms public and conmmunity relations
duties as assigned by the Police Chief. The enployee of this
class works with a high |Ievel of independence, receiving only
limted direct supervision. The Adm nistrative Assistant to the
Police Chief reports directly to and has work reviewed by the
Pol i ce Chi ef.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to the cl ass.

Assists the Police Chief in the research and planning for
assigned prograns and activities. Studi es new | aws,
regul ati ons, ordinances, and court rulings relating to police
departnment operations to determne if changes in depart ment
policies and procedures are needed. Recommends managenent
policies, goals, and objectives for the departnent.

| nspects, observes, and evaluates the effectiveness of
department services, and discusses such evaluations wth
enpl oyees in charge of areas inspected in order to correct or
i nprove problemareas. Holds formal nmeetings for the purpose of

receiving reports and dissem nating information, including
expl ai ni ng policies, procedures, and rules, or discussing work
probl ens. Investigates conpl aints agai nst departnent personnel

and fornmul ates a recomendation for reply or action to be taken,
i ncl udi ng recomrendi ng di sciplinary action.

Revi ews divisional operating budgets, and assists in the
preparation of the departnmental operating budget. Pr epar es
expenditure estimtes. Authorizes expenditure of funds, naking
sure that such expenditures are in accordance with the budget.
Revi ews and signs purchase requisitions, vouchers for paynment,
or related financial records and sees that they are submtted to
t he proper authority.

Supervises the general care, mai nt enance, and wuse of
depart nment al equi pnent, vehicles, station and grounds, and ot her

BC 06-02-09



ADVAPC page 2 of 3

rel ated property. Prepares specifications on new police
department equi pnent for public bids. Purchases or recommends
t he purchase of equi pment and supplies in the manner provi ded by
| awf ul authority, keeping such purchases within the established
budget .

Conpi |l es and anal yzes data needed, and wites reports required
to document activity of the departnment. Wites requests for
grants or other special funds to aid in the operation of the
pol i ce service.

Personal |y conpl etes all forns and records required or assigned.

Pronotes a positive public imge of the work of the departnent
in the daily performance of duties. Serves as official
departnment representative at any required neetings in order to
give reports, offer advice, make recomendations, and keep
informed on local trends that may affect the police service.
Wor ks wi t h boards and agenci es whose rul es and operations affect
the careers of police departnment enployees or the work of the
police departnent; provides these boards and agencies wth
information, cooperates in projects, or provides any other
assi stance which may benefit the police departnment. Answer s
inquiries fromthe public about the operation of the departnment
or any rel ated areas of |aw enforcenent.

Determ nes target areas for crine prevention or comunity
relations efforts by analyzing | ocal crine problens, and assists
the Police Chief in developing a conmmunity relations programto
meet identified community needs. Wites and delivers speeches,
and structures denonstrations, |ectures, and talks on crine
prevention to be used in the comunity relations program

Reviews work to be done and delegates assignnments to non-
classified enpl oyees. Qutlines responsibilities and duties for
non-cl assifi ed subordi nates so that they will know what they are
expected to do and what results are expected from their
per f or mance.

Perfornms any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |isted bel ow nust
be met before the filing deadline for application for adni ssion
to _exani nati on

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a nedical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
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fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid driver’s license.
MUST MEET ElI THER OF THE FOLLOW NG REQUI REMENTS
El THER

Must present docunentation indicating, at a mninum that the
appl i cant has net the mnimum high school graduati on
requi renents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elementary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation and at
| east ten (10) years of | aw enforcenent experience, at |east two
(2) years of which nmust have been in positions which had
significant duties related to managenent and/or finance.

OR

Must have a Bachel or's degree in business adm nistration, public
adm nistration, or a related field froman accredited four (4)
year college or university.
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